
      
 

 
 
 

POST:   Health and Safety Advisor 
 
RESPONSIBLE TO: Health and Safety Officer (Deputy Head – Co-Curricular) 
 
OBJECTIVE: To encourage the positive culture of health and safety within all aspects of 

the school life by assisting the Health and Safety Officer with the practical 
implementation of health and safety policies, procedures and practices. 

 
 
Main duties to include: 

 
Health and Safety Management 
1. To develop, review, evaluate, implement and manage the School Health and Safety (‘H&S’) 

policies and procedures, ensuring that these are appropriate for purpose and meet legislative 
requirements and best practice 

2. To ensure that the School has a robust and compliant approach to all H&S matters, with safe 
systems and processes in operation 

3. To ensure that the H&S policies are adhered to across the School through regular audit, 
inspection and other monitoring methods 

4. To ensure that appropriate risk assessments are carried out across the School and to advise 
staff with risk assessment responsibilities.  Maintain a central register of risk assessments and 
ensure regular review as required 

5. To devise and deliver appropriate H&S training for all staff and pupils to meet the School’s legal 
obligations.  Where specialist external training is required, co-ordinate and manage this 

6. Management of electronic and hard copy handbooks 
 

Asbestos, Legionella and Ladder Management review and update 

7. Assist school management in preparation of the management plans and the completion of the 
annual reviews. 

8. Complete inspections as required by the management plans 
9. Organise training as required 
 
Fire Risk Assessment and Fire Safety 

10. Assist school management in preparation of the fire risk assessment and completion of the 
annual reviews including inspections of any new build or refurbishment areas as necessary 

11. Organise fire extinguisher practice training when required 
12. Assist the Health and Safety Officer with updating of the evacuation regulations 
 
Staff Health and Safety 

13. Undertake H&S inductions for new starts 
14. When requested complete risk assessments for expectant mothers and employees returning to 

work following absence 
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Accident reports 

15. Filing of completed reports and investigations 
16. Undertake accident investigations when requested by the Health and Safety Officer 
17. Generate a summary review of the previous terms’ accidents prior to the H&S Committee 

meetings 
 

Inspections/Audits 

18. Support the Health and Safety Officer during HSE or other external auditor inspections when 
requested. Including providing, if required, a summary of the inspection and recording any 
remedial or improvement actions identified 

19. Assist in resolving and completing any actions 
 
Secretary for H&S Committee and Working Group meetings 

20. Assist the chairperson in organising the committee meetings, including preparation of the 
agenda, generation and issue of the minutes. 

21. Provide update on standing agenda items, eg H&S activity, accidents 
22. Provide update on H&S Committee meeting at the Working Group meeting 
 
Independent Health and Safety audit 

23. Assist with the completion of the 3 yearly independent H&S audit. 
24. Manage the implementation of any recommendations, recording progress and reporting to the 

Health and Safety Officer.  
 
First aid 

25. Co-ordinate provision of, recording of and communication of first aid training 
26. Manage the maintenance of defibrillators and first aid kits  
 
Budget 

27. Manage the H&S budget. 
 
Transport 

28. Maintain handbooks and risk assessments for school vehicles. 
29. Carry out the responsibilities of Transport Manager to comply with a section 19 permit. 
 
Other duties and responsibilities 

30. Monitor HSE electronic updates and other appropriate Health and Safety publications for 
changes which could impact on school activities. Advise the Senior Leadership Team, managers 
and Heads of Departments (‘HoDs’) on these changes and provide guidance on safety matters 
as and when appropriate 

31. Assist the Health and Safety Officer to prepare an annual activity plan and monitor progress 
against the plan 

32. Provide assistance to Deputy Head (Co-curricular) and HoDs in completion of risk, PUWER and 
COSHH assessments 

33. Undertake relevant training to ensure personal knowledge and practice of H&S matters remains 
up-to-date 
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Person Specification 
 
The School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  Applicants must be willing to undergo child 
protection screening appropriate to the post, including checks with past employers and Protection of 
Vulnerable Groups Scheme. 
 

 Essential 
These are qualities without 
which the Applicant could 
not be appointed 

Desirable 
These are extra qualities 
which can be used to 
choose between 
applicants who meet all of 
the essential criteria 
 

Method of 
assessment 

Qualifications 

The professional, technical or 
academic qualifications that 
the Applicant must have to 
undertake the role or the 
training that they must have 
received. 

The professional, technical 
or academic qualifications 
that the Applicant would 
ideally have to undertake 
the role or the training that 
they should ideally have 
received. 
 

Production of the 
Applicant’s certificates 

• Formal Health and Safety 
qualification 

• Experience of delivering 
Health and Safety 
training 

• Fire Manager Certificate 

• Legionella Awareness 
Certificate 

Professional 
Experience, Skills 
and Knowledge 

The categories of work or 
organisations, types of 
achievements and activities 
that would be likely to predict 
success in the role, and the 
skills and knowledge required 
by the Applicant to perform 
effectively in the role. 

The categories of work or 
organisations, types of 
achievements and activities 
that would be likely to 
contribute to success in the 
role, and the skills and 
knowledge that would 
enable the Applicant to 
perform effectively in the 
role. 
 

Contents of the 
Application Form 
 
Interview 
 
Professional references • Proven experience in a 

similar role or other 
relevant experience  

• Experience of delivering 
Health and Safety 
training 
 

• Experience of working 
in a School or other 
educational 
establishment 
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Personal 
competencies and 
qualities 

The personal qualities that 
the Applicant requires to 
perform effectively in the role 
and to ensure that the 
Applicant safeguards and 
promotes the welfare of 
children and young people. 

The personal qualities that 
would assist the Applicant to 
perform effectively in the 
role. 

Contents of the 
Application Form 
 
Interview 
 
Professional references 

• A sound understanding 
of Health and Safety 
issues including fire 
management, incident 
reporting and 
investigating, asbestos 
and legionella 
management 

• Excellent verbal 
communication and 
interpersonal skills – able 
to engage at all levels 

• Excellent written 
communication and 
report writing skills  

• Excellent planning and 
organisational skills 

• Engaging presentation 
and training skills 

• Demonstrates a 
systematic and analytical 
approach to work 

• Good problem solver 

• Results orientated 

• ICT skills – good working 
knowledge of Excel, 
Word and email 

• Flexibility to meet 
demands of the post 
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General Terms of Appointment 
 

Hours of Work: Part-time; 21 hours per week. This is a year-round position.   
 

Salary: Salary is in accordance with the High School salary scales at £30,436 (FTE) or 
£18,261.60 based on the actual hours of work.  Staff salaries are reviewed 
annually on 1 August. 

Probationary period: There is a probationary period of three months. 
 

Holidays: 37 days pro-rata.  This includes 12 public/fixed holidays at times designated 
by the School.  5 days’ annual leave (pro rata) to be kept aside for the School’s 
Christmas shutdown period.   

 
Pension: The High School will offer a generous defined contribution pension scheme as 

well as an auto-enrolment scheme. Further details will be available at 
interview. 

 
Staff Savings: The School provides access to an online savings platform which offers access 

to discounted clothes, food, holidays, leisure trips and more to all staff. 
 
Fee Remission: 40% fee remission for staff children educated at the School, subject to the 

School Admissions Policy. 20% remission for staff children attending the 
nursery, again, subject to the Nursery Admissions Policy. All remissions are 
pro-rata. 

  
Parking:  No parking is provided. 

 
Smoking:   Smoking or e-cigarettes are not permitted on any of the School grounds or  

premises. 
 

Medical: The successful applicant will be required to complete a medical questionnaire 
by the School’s occupational health provider.  The outcome of which has no 
bearing on the appointment but highlights any adjustments the School may 
need to consider in employment where a disability is disclosed.   

 
Child Protection: The School requires all newly appointed staff to undertake a check with the 

Scottish Criminal Records Office in line with the Protection of Vulnerable 
Groups (‘PVG’) Scheme.  Offers of employment are conditional upon 
satisfactory registration with the PVG Scheme. 

 
Start Date: April 2019 or as soon as possible thereafter, dependent on the successful 

candidate’s availability. 
 

Appointment will be subject to receipt of satisfactory references, a PVG check, verification of 
qualifications and identity checks. 

Applications, using the online forms provided, including a covering letter and a full CV, along with the 
contact details of two professional referees, should be emailed to the HR Manager, Mrs Christine 
O’Ready at HR@highschoolofdundee.org.uk  

Closing date for applications is Wednesday 27 March 2019. 
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